
District and School EVAAS 
Administrator Accounts





	
  
This resource provides screen shots, instructions 

for common tasks, and important tips for 
individuals with district and school EVAAS 

administrator accounts.




Please email educatoreffectiveness@dpi.nc.gov 
with any questions.




Each school district and charter school in North 
Carolina has one district administrator account.  The 
individual serving as district administrator maintains 
and manages accounts for other district-level users, 
as well as for school administrators.
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This view is the default view when the district 
administrator logs in.  He or she can access one of 
four tabs: school admins, district users, usage report, 
and send email.

•  The school admin tab provides a listing of each 

school in the district, as well as the name, UID, and 
rights and permissions of each school 
administrator.
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By clicking on the second tab, “District Users” (as 
indicated by the red arrow), the district administrator 
can access a listing of each district user, his or her 
UID, and his or her rights and permissions.
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From the “District Users” tab, the district 
administrator can click on the name of a district user.  
From this screen, the district administrator can 
modify the user’s access (as indicated by the red 
arrow), change the email address for the user, reset 
the user’s password, change the district user to a 
school administrator, or deactivate the user’s 
account. 
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Clicking on “Modify access” from the previous screen will 
allow the district administrator to change permissions and 
rights for the user.  

•  Giving a user access to the Evaluation Dashboard Teacher 

List will allow him or her to see the evaluation dashboards 
(ratings on Standards 1 – 6 of the NC Teacher Evaluation 
System) for every teacher in the district.


•  Giving a user access to the Evaluation Dashboard 
Administrator List will allow him or her to see the 
evaluation dashboards (ratings on Standards 1 – 8 of the 
NC Administrator Evaluation System) for every principal 
and assistant principal in the district.


•  Giving a user access to the District Teacher Summary will 
allow him or her to see the value-added data for every 
teacher in the district who has such data.
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A district administrator can create a new district user 
account by clicking “Create a New District User” (as 
indicated by the red arrow).
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The district administrator completes the required fields for the new 
district user.  Please remember that:

•  Giving a user access to the Evaluation Dashboard Teacher List will 

allow him or her to see the evaluation dashboards (ratings on 
Standards 1 – 6 of the NC Teacher Evaluation System) for every 
teacher in the district.


•  Giving a user access to the Evaluation Dashboard Administrator List 
will allow him or her to see the evaluation dashboards (ratings on 
Standards 1 – 8 of the NC Administrator Evaluation System) for every 
principal and assistant principal in the district.


•  Giving a user access to the District Teacher Summary will allow him 
or her to see the value-added data for every teacher in the district 
who has such data.


 

Important Tip:  When creating accounts, it is very important to use a 
person’s full name and no shortened names or nicknames. For 
example, when creating an account for Edward Smith, please enter his 
full first name and not just Ed in the First Name field. 
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Effective with the 2013-14 school year, there is a 
new account permission specifically for the roster 
verification process.  A district administrator can 
involve select district users in the verification of 
rosters for the district by making them “roster 
verifiers.”  Roster verifiers can add and remove 
rosters for teachers, as well as edit and submit 
rosters.  To make a district user a “roster verifier,” 
first enter the default view for a district 
administrator.
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From the “Users” tab, the district administrator can 
click on the name of a district user who should be a 

“roster verifier” and change his or her account 
permissions.
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To make the district user a “roster verifier,” click 
check box next to “Roster Verifier.”
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The district administrator will now see “roster verifier” 
in the list of access for the district user.  
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The district administrator can click on the “School 
Admins” tab (as indicated by the red arrow) to return 
to the list of school administrators.
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To modify access for an existing school 
administrator, the district administrator clicks the 
name of the school, then clicks “Modify access” (as 
indicated by the red arrow).
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The screen will then show any additional rights and 
permissions that can be granted to the school 
administrator.
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To move an existing school administrator to a 
different school or to change him or her to a district 
user, the district administrators clicks the name of 
the school, then clicks “Move admin” (as indicated by 
the red arrow).
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The district administrator can then move the school 
administrator to a different school or change the 
account from a school administrator account to a 
district user account.
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To replace an existing school administrator, the 
district administrator clicks the name of the school 
with the previous school administrator listed.   


Page 17

January 14, 2014




The district administrator then clicks “Deactivate 
admin account” (as indicated by the red arrow).
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The district administrator then clicks “Add an 
admin” (as indicated by the red arrow).
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The district administrator completes the required 
fields for the new school administrator.
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To create a school administrator account for a school 
without one, the district administrator clicks the 
name of the school.
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The district administrator then clicks “Add an 
admin” (as indicated by the red arrow).
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The district administrator completes the required 
fields for the new school administrator.
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District administrators will have the option to email 
the new district user and/or school administrator a 
confirmation email prior to deactivating and/or 
activating an account.  
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Each school in North Carolina has one school 
administrator account. The individual serving as 
school administrator maintains and manages 
accounts for school users.
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This view is the default view when the school 
administrator logs in.  He or she can access one of 
three tabs: users, usage report, and send email.

•  The users tab provides a listing of each school 

user , as well as the name, UID, and rights and 
permissions of each school user.
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From the “Users” tab, the school administrator can 
click on the name of a school user.  From this screen, 
the school administrator can modify the user’s 
access (as indicated by the red arrow), change the 
email address for the user, reset the user’s 
password, change the custom student reports 
assigned to the user, or deactivate the user’s 
account. 

	
  

Page 27

January 14, 2014




Clicking on “Modify access” from the previous screen 
will allow the school administrator to change 
permissions and rights for the user.  

•  Giving a user access to the Evaluation Dashboard 

Teacher List will allow him or her to see the 
evaluation dashboards (ratings on Standards 1 – 6 
of the NC Teacher Evaluation System) for every 
teacher in the school.


•  Giving a user access to Individual teacher value 
added will allow him or her to see his or her own 
value-added data


•  Giving a user access to the School Teacher 
Summary will allow him or her to see the value-
added data for every teacher in the school who has 
such data.
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A school administrator can create a new school user 
account by clicking “Create a New User” (as indicated 
by the red arrow).
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The school administrator completes the required fields for the new school 
administrator.  Please remember that:

•  Giving a user access to the Evaluation Dashboard Teacher List will allow 

him or her to see the evaluation dashboards (ratings on Standards 1 – 6 of 
the NC Teacher Evaluation System) for EVERY teacher in the school.


•  Giving a user access to Individual teacher value added will allow him or her 
to see his or her own value-added data.


•  Giving a user access to the School Teacher Summary will allow him or her 
to see the value-added data for EVERY teacher in the school who has such 
data.


The school administrator should select “No teacher reports” if the new school 
user:  

•  Is a new teacher.

•  Did not teach a subject or grade that has a value-added report last year.

•  Did not receive a value-added report in the previous school year.

•  Received a value-added report from a different district last year. 



Important Tip:  When creating accounts, it is very important to use a person’s 
full name and no shortened names or nicknames. For example, when creating 
an account for Edward Smith, please enter his full first name and not just Ed 
in the First Name field. 
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Effective with the 2013-14 school year, there is a 
new account permission specifically for the roster 
verification process.  A school administrator can 
involve select school users in the verification of 
rosters for the school by making them “roster 
verifiers.”  Roster verifiers can add and remove 
rosters for teachers, as well as edit and submit 
rosters.  To make a school user a “roster verifier,” 
first enter the default view for a school administrator.

	
  

Page 31

January 14, 2014




From the “Users” tab, the school administrator can 
click on the name of a school user who should be a 

“roster verifier ” and change his or her account 
permissions.	
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To make the school user a “roster verifier,” click 
radial button next to “Roster Verifier.”
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The school administrator will now see “roster verifier” 
in the list of access for the school user.  
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